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ABStRACT, . _ :_ 

^ Designed for prt>gram manager s and 
teacher/recrui ter/counselors (TRC; s )\, ^ hanSbook provides 

informa^tion on Brevard Commun i ty Collegers Aduit Ba^ic Educatibh 
(ABE) Outreach program. First., background informat ion bh the ABE/TRC 
concept is presented, identifyihg the major fuhctibhs bf the TRC as 
counseling through door-tb-door cott^act, cbriduct ihg but reach classes 
in community buildings near the cl ielt^ tb ' be served, arid providing 
an informal instructional erivirorimea^ suited to adult learneif ne^ds. 
The next sections present . irifbrmatibri bri the dcvelbpmerit bf the ABE 
Outreach prbgram; needs in setting up ari* butreach program; 
characteristics bf a TRC; staff trairi irig needs ; arid potential 
prbblems. Next , suggest ibris are offered for Ibcatiil^ arid orienting 
TRC's. Then, guidelines are preserited for the TRC, including S_ 
discus si bri bf requisite persbrial characteristics and-jfekillSfr tj^ps tor 
prbgram success, informat ibri needed arid techniques f br recr-ui taient , 
and sburces bf irifbrmatibri about the community. The bulk of the 

haridbbbk_cbrisisti_bf ^brms, samples, and f 1 iers, including ABE 

teacher forms; a TRC job flescr ipt ion , job schedule , outrteach contact 
sheet, time log, arid follow-up report; ABE student prcrf i le sheet s arid 
forms; iriformatiori on adul t/commun i ty education centers; and sample 
icity materials. (HB) - • ' 
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ADULT BASIC EDUCATION 
TEAeHER - RECRUITER - COUNSELOR 



INTRDIIUCTI8N 



Brevard Community College luses Adult Basic Education Grant funds to 
employ AdUlt Basic Educationy*Cacher/Recrui ter/Counsel ors (TRC). The major 
objective of the TRC position is to assure every opportunity is given to 
enrolling Level 1 (grades K-4) adults into ABE Outreach classes and classes 
offered at adult centers. This concept was developed because traditional 
methods of recruitment were not effective with Level 1 adults. Prospective 
ABE students generally lack self-confidence; have a distrust of schools or 
institutions of learning, and display a poor self-concept which are prohibitive 
to a return to schooling. Level 1 adultsdo not readily admit their lack of 

education; therefore, they require special efforts for identification and 

^ ' ^ ) 

recruitment into ABE programs. 

in order to overcome these barriers, the ABE/TRC concept was created with 
the following components: 

° counsel ing through door- to-door contact , 

° outreach ABE classes in communi ty,bai Iding'near the 

cl ients to_ be served, 
° an informal instructional environment suited to adult 

learner needs. 

-- - - - ^ ^ 

Dbbr-to-dbor cbunselihg prbvides identification of prospective clients as well 

as an opportunity fbr the teacher/coufisel or to discuss educational programs 

available within the comirjUnity. As trust is built between the TRC and client, 

recruitment into an- outreach class is prbbable, "Whereas, this person, usual ly 

would make no effort to obtain further learning. BecaUse the counselor is 

also the teacher, the adult learner is able tb bvercbme many of tiis/her fears 

83ie66/df222g "^-1- . ^ , ^ 
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.iliiiul. t.u iiHj tlip "unkMowii. " ' By c iiNiUiiij oulnMcM c lassos withi(t Uu» c oinnur 
mSIii\. wtiorc clients have 'easy Access .uui pruvUiing a'ieat^ninc] env i rxxiinehl 
[Wil is non-structured' and cji?ared to immediate individual needs, adult 
U»arner-s are more respdnsivie to adapting to reaming and growing. 

OiiLt-edch classes afford the oppot'tunity for ABE students t.b jDro'pafe 
themselves tor eventual eriro 1 1 niejit ° at adult centers.. Once students overcome 
many ol their fears and' experieiice success' in learning, they are counseled 
about more advanced programs of stucty, whether vocational training or earjiing 
a hic|h school diploma. The IRC accompanies these learnejs to the nearest 
adLilt center; assists with placement; interacts with the new instructors, and 
plan> learning activities until the adult feels comfortable j/ith the new 
environment. The IRC works with adult qenter instructors and helps with 
tol1ow-up un dropouts, arranges transportation, child care and provides 
counseling to solve personal problems or - makes referral 3 to appropriate 

P 

<■ . 

Lumniunity agencies for such counseling. 

The TRG keeps in close contact with community agencies, businesses, and 
T^elated referral programs to promote publicity about all adult education, 
opportunities. As a result of the TRC's efforts, adult tenters experience 
ificreased enrollments in all segments of the. program. 



ODff^lACH 1 ( ACfH K/KI r.RlU ff K\ ( ()HNS| I OR CONCI fM 
PL Vb LOHMLNI ' *' - 

Iri t'PS[)Uf)se to the fedeT-al Adult Edtjcatioii' Act, 1978 -and the .f lorida 
'.stvite P-lan tnt- Adult bdiication, Adljlt Ba^'ic Educat ion Grant funds are used 
[UMiTiariiy to ()rnwiti^ edtic at i opa T 6pjD6r tun i t i es for those adults* acnievuig 



acadpniit al ly below the 4th grade level.' Second, priority i ^■•.•■q i ve.n to those 

adiijts pet J;6M'n)ing at 4th-8th grade level. Adult Basic Education funds are 

expendcci indir^eetly to support ppomdtibn of high school ccmip'letion, but not 

for ati^Aia i instr'uction of students/ 

Adult education programs are geherS*lly organized at public school sites 

or at community colleges. These programs function effectively to meet priority 

2 and 3; however, the impact on priority 1 has been minimal. The following 

situations may have implicatigns for this non-participation by Level 1 adults: 

1. Level i (k-^) adults are the least educated and remain hidden in 
communities. They do not readily admit their fack of education and go to 
great lengths to avoid situations which reveal undereducati on. 

2' Level 1 adults are fearful of traditional . school ing institutions where 
they experienced failures in the past. School buildings are places they 
avoid. Many times these people are parents of childre'n experiencing the 
same failures and because of their own und^redueation, they see ho value 
in encouraging their chi Idren to stay in' s<ft)Ool or to achieve^ They 
seldom come to the schools for parent confererices perbap.s. in fear that 
their lack of basic skills will be discovered. They are often suspicious 
of the ,schools' and their children are most likely to be. high^ school 
drop-outs: 

Because adult centers are usually located in.these same school _ bui 1 di ngs , 
no matter how diligent, actual enrollment of these peoffle in ABE classes 
i s minimal . 

3. ABE classes offered at adult centers are taught mai nly by part- time 
instructors. These instructors usually teach in the day school and are 
hired for specific cTassrbom hdUrs. There is little time to do fol 1ow-op 
and outside the class recruitment and counseling. Trai ni ng f or ABE 
instruction is lacking with these teachers. One cannot ass-ume that 
because an instructor is successful wi th sma 1 1 chi jdren or high school 
level students, he/she will be able to walk in to an ABE clasS and use 
the same methods and materials., > 
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A(IU I t ( <M1( IM S 

Atiti i 1: cen(;et^s 
stt](i*M)ts <ic)eci 
t.yp icci i "h icjh 



h.ivr oihMi i.nitMl to | xov i .i ( otin',(» I i luj .nul plactMiirnt 
as^iur^rs tsuili z+fitJlt wiM t)o.Vu)t(?(] to a ehiss or toachoi". 
arf^ij bt^corii i IK] Wfo and more .a4<.tMMU"iU ve hicjti scfiools ibr 
16 to. 19. As^ robult, at. t j t.ucli-bM)} the. staff r?tlect.a 
scfioo 1 " .accommoclat i on. 1 he o 1 (ier\ aclii It t ee 1 s line bm for tab 1 e 



in' this settifKj, especially those who are uhderlHliicated. 



Stat t . (leve 1 opment is. neglected for .part-tihiG adult educdt iori teachet^s 
Ihis is iibt always- the fault bt adu 1 1 celitei^s . It i s di tf icii 1 1 ,.t^ find 
time to train teachers en masse. Adult centers need to provide -mbre 
orMeritiit ion sessions at the begifiniriy of each terni for new teachers and 
occasiblis t b "rap sessibns" to resolve prbb lems^ related td meeting adult 
learfier needs: It seems appropriate to Require adiit t .educa t i bri teachers 
to have a miriiniUm of 6 fiours prior training betbre beifig hired as ah 
iiistrHjctbr in the adu 1 1 prbgr^am. Teachers arid admini stratbt^s are in need 
bt a minimum of 6 semester hdur^s fn aUuH educat ion / spec i f ica 1 ly , 'at^ult* 
I earn i rig theory and curriculum for adults. 



i OQ-KlNg i:OR SOLUTIQNS : 




Sincfci' tr^aditional methods for^ recru i tment of adul t ''§tn:o I 
centers do not wor^k well with Level 1 clients, one-to-ohe 
counsejing has proved an effective method. 



lees into adult 
or door-to-door 



Since Level 1 adults ar^e r^eluctant to attend . adult centers, butreach 
classes are set up in chur^ches, commUn i ty rec reat i bn buildings, or stbre- 
fronts. These classes are located close tb or within the targeted commu- 
nities. 



4. 



Since LeVel I adults gen'erally have feelings of inadequacy and are often 
distrustful of educatbrs. Outreach Feacher/Recrui ter/Counse lors are 
employed on a part-time basis. ^ The dual rol&s (teachers & counselor) 
allbws fbr a person who is knowledgeable of the unique need^_ of .the 
clients to be served. This person has training which prepares tiim/her to 
d*b a special kind of counseling and also be an instructor in basic skills 
education. 

Once ' Level- 1 adults have advanced in their' basN^c skills to teve*! 2 and 
become more self-confident, they are better able, to adapt to a;regula,r 
ABE class 'held at a nearby adult center. The TRO accompanies the. students 
to the new class, assists with pi acement > . and stays with the adults until 
a comfortable environment has been achieved. 
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5. 



6. 



7; 



8: 



TRC works closely with the staff at adult centers by assisting 
with- publicity, referrals, oouhseling, placement, and assessing ABE 
center instructional needs; the TRC is called upon to follow-up oh 
class drop- outs and help set up new ABE classes. This person's role 
is further . extended to working ^ with clients in heed of 
transportation, child care, and referrals to commuhity service 
agencies . ' 

The TkC promotes programs through comrnuhi ty service agencies,, the 
media, posters, speaking engagements to churches and sei^vice clubs , 
etc. Major recruitment, however, is conducted through door- to-door 
couns(Oing. Although bevel 1 adults are _the primary target ^ group, 
adult centers experience increased enrollments due to the\^ TRC's 
efforts: ^ 

. . ^_ 

Tne TRC encourages those adult .learners participating in.the ABE 
programs to become recruiters. SpecJal awards and recbgnit ion are 
students. Satisfied ABE students can prove the best 
enrolling new.l^rners. 



given these 
resource for 



5 close contact wi th adult centers in his/her service 
important that the bUtreach program serve as feeders to 
adult centers and that the TRC is knowledgeable about teachers and 
their instructional programs. By cbntinually interfacing with the 



The 
area 



TRG 
. It 



1 s 



adult education 
separate entity. 



staff, the 
but rather a 



but reach program does not become ^ 
liaisbri to the adult center progra»<. 




SETTiNS UP THE (3U"mEAeH PROGRAM NEEDS: 



A tull-tiiiH' st.Uf j)(M'M)ii usu.Hiy enipi()V(Ml t.o /)vrr'se*^ the Adtiit Basic 
hliiL.it ion [iT^ocjr.ilii. Mils (JtMSoh'is t r\id i t. i oiia 1 I y re^er-red lu as the v"ABE 
Ciior'd j hat cir . " \\w ABl. Cdornl i halor^ * s duties ar^e c]<?nei'ally to: 

i. WT'i t.e aiUl monitor the Atliilt Basic LciUcation lir'aiit. 

i lU tM'v lew aiul recommend hiriiicj txt. ABt_ J eacfier/Rec ru i ter/Counse 1 ors . 
j. provide inservi(:e traifiing for ABE/JRC's and ABE part-time instructors. 
;1. ()ver^see the total ABL Prbyram at OUtreach Centers and aduH centers. 

i: ootnli Mate program prdmotidn witfi community agencies, institutions, and 
•the community at large. 

deve 1 op proyram publicity (flyers, posters, other media). 

/. work vvit-li ABL i nstructor^s and admini strators to develop viable programs 
at adu I t centers . ^ , 

( (jfiduc t. needs assessments related to staff development and students. 

M, re( oiDiiiend OT^der ABl i tis true t i una 1 materials. 

1 [ mw R/ RLCRU [ I [ R-ZeBUf^SE LORS _ ( I RC ' st 

. . ... _ . _ ... . _ . _ . _ 

IR(:'s ar^e very special people and not easy to find. The success or 
failui^e of tfie : outr^each p)^ogram r^ests on the selection and training of peopre 
'^uited to the needs of the tar^getf'd grotjp; Sifice this is a part-time position 
mh\ l)otti daytime and: evening ht)urs must be available, restrictions in this' 
■ uea arve oftefi pr^evalent when looking for just the right people. The follow- 
ing duties and characteristics of a IRC are suggested: 



CHARACILRISIICS ID LOOK. FDR - The TRC: 

~^r~ — 

l-V^i^Mected fr^om the ar^ea/communi ty to be served. (Important' for 

'■acceptance) 

> 

:\^^^SbiMty to meet and communicate with people from all socio-economic 

' ' le V s . 

^. Qisp.lays se I f-coiif idence with demonstrated leadership abilities. 

4. Active community irivdlvem^nt demonstrated (i.e., served oh Housing 
AiithoTM'ty Board ot^ other community agency i hvd 1 vements ) . 

Has a high school diploma with some * community college courses or 
cofilijjiuifig education course work. Has shown an active desire to grow and 
learn by seeking out these opportunities. 

h; Has a minimum of 7 years experience in a job with good recommendations 
from emp I oyers . ^ , v 

/: ^s had experience in instruction (i:e;, church, volunteer tutor, etc;),* 
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8. Displays a warm, friendly and eoartebas demeanor (humanistic behavior). 

9, RecejDtive to taking directions and traihihg for new roles; 

10, . Demons4:rates empathy for others and a commitment to the ABE Program: 
STAFF TRAINING ; 

A necessary component to creating an Outreach Teacher/Recra i ter/Counse 1 or 
program i s pre- i hserv i ce training. UsUally, a minimum Of 8 hours'^is reqaired 
before a TRC assumes duties in the field. Attention is given to adult learn- 
ifig theory, admi n i strati ve procedures , adUlt program elements, class manage- 
menty counseling and recruitment techniques, public relations, and general TRC 
data collection duties.. A handbook composed of pre-service guidelines is 
provided each new TRC. After the initial training, the TRC meets with the 
adolt center^ admi ni strators to discuss program needs. During the first month 
of the program, staff meetings are called every two weeks to discuss problems, 
evctivities, and make any necessary changes in strategies. New TRC's can be 
assisted greatly by having on board a TRC who has had past experience in the 
field: This per^son oversees the fir^st month's activities of new staff metnbers. 
IPC's ar^e required to observe and work as "teacher aides" in ABE classes: 
before attemfjting to teach a class: 

Frequent staff meetings during tfiese early days are important to the 
fRC's success. Counseling and recruitment of ABE students can be i\\ i i \cu\l 
task. Discouragement can easily set in when some immediate successes are not 
(»xj)erM'eri(:f>(l. Problem solving at these meetings sei'ves to renew tfie spii-it <nid 
v)(j(jr of iWe fRC's activities. 
A flW PROBLEM ARE AS NEED 10 Bt MENIIONIP": 

IRC's carl come to this positi()h (1 i sp l<iy i ng initially (^reat enthtjsiasm and 
beiiej in tiie (nncept.. However^ <H tTM; .\ weet< or /.o i ri t fjr> field, WVr follow^ 
jri() weaknesses he(jin to <i[)peaf : 



-♦lu". Id fu-)t he tnfi side red cuns t ^ nt.. 



om*^ pei^i'e Decme be'liger'ent an\.1 *^r, to ;r.A the 'RC un the ite ? e n b j v'e . 
[ -.p^'L i 1 i : , . tri^^ ' s . t.T'vje when the "wr^.'vj' <igut~ has been tapped. If a 
pe»--^t>n wfi.' ha- a diploma ^ to id a[;OLit the pVoyram before h.-^v rii(, the 
(ip-p.-rtijf itv ti .-av .s^'. . (■ r T*e"serit'- Lieing askHd, he/she may r'espond ni a 
'U'(jati-, H way. ; he IP. .c-i'i i mmed i a te l*- "e"ad into a discussion about niure 
idvafu'ri: p'ocpams ava"iah'r at the commur; 1 1 . coiieqe or thank tfie perSotI 
♦ ' nis he^.t'riu.^' and "n)v^.' .v'O, Winning this per^s on .ner to assist the IRC 
'•1 identi^vWH^ tno'-e peo[)I_t^_in the cumrriLioitv- in need ot aduM ei":uL3tion 
r\.i, V'V '\i)o{^i'r tact'^. ^RC ^ never get on the defensive dnc ir\ to 

I o ■ - t ' * V " their [ J n t 1 o f 1 . 

■ n»' i.iP i tirn^'^ LorVjiimiruf and trie weathtM i ^. hot. Getting in and oljI ot 
i , i' wa I k a gre^t dea i can d^~ain [)eTXln'^ ^MU^rgv. especially, it 
>.i'sr' t Mm at*ovt^ niefitiohed situations occur. ffie IRC may heed A statt 
.t^'.'.iuf: wher-'e sharing intormatioh arid conLe>'n^ oCCLjt\ lalKing aL)(Hit 

i*iL pr'cblrfr^^. wit! tf\i^o fTU:r~e exi)er' i eot fd , (.an f;el[i rawiew tjete^^nnna- 

r * . -u^cfM'd Other's wMi> n.ive tieen m: t n»> t 1 d Njr a longer [leriod 
[n,i ^ 'si vt' he 1 p t (.J i s c> 1 u t i of}S . 

■ K'-,: : told at the ver, L^etj 1 nn i fu] , anu t fi ' s i v. » e - emp ti.i - i r ed many 
: fiu's^ whon r'unnifiij intr/ p^'oplem, and t e«W i 'Kg letiiovy'i fHiur's. ca'' the 
Art ,;oo ^(1 Mi.i t ^ 0^' J (. t : M eai^u^' in the ♦M'id fgcH) r-ni:; sfu»n'd not he 
i ( )*vod to t e s t.t- ' 



■ft- Mt^t uiorntinatoT oeeds to iu' "cn'tDf,' ct -ill outrMacfi <u t ^ v i t M^\> 
'fi |;f'S..,jfi gnos w 1 t fi t fie 1R( tn hrlf) sot up' ootr'oach ( lassos and witr-o-* 
li, (. . * \ \{[ to ^ peigi 1 r wh(j w 1 I 1 . ho ' [, i t fi ( ont ai t s . f r'egoent calls 
t, t n»- I Rt" witf; s.^rne eMMMjragtng lens^r^s ( ari jioi(:» \ i s i t to n»*wl^ 
s ..,.;,.[ :ro I )u t r I', j( f i ^ 1 a s s e . can t-o t jtmc t m i o I Ma i« <- \ u r'e :t Ir 1 1 i ir . t r u( ~ 
' . . [ I ; ;ii i t 'o I a i ■ a r app f ' )p r' ) a t t' , e i>i a v a i 1 ah I »• tor use 



f ITTmi. i r ; . ' ' . dual ' o I o ■ ) t " f t ' I r o 1 t t M ■ r ( s i f t s ♦ » j ( i r ' ' s ; m " e s s , i r " y [ m • t o r ■ o 
J?; t ! : . ♦ ■ ! r-K n»' r ' [ ,u I i^^' ^ ofn[ 1 i < ; V »M ] Re( r u t inrrit i ii v(' Iv os d i s i ( w e r i f ig wfuM 

; t ' , [ t ■ L f : , » ' ■ 1 M • ' t , , i ' ( * 1 I I ( , 1 ! t ' d I I * ' f n M ' t , I p p i I U J UW (j O O T S ' . U < i s s i f 1 

' ' .j , , t t « 'I . ,i s I .1 'oH < s i with huw 11)1 H h I M f ( ) r in.t t I nrt is !> ( luwi i ■ i( luu t t fir 

d i ' ■ ' t ■ < till' Inst :iA . 1 t , s u( h as, (siiiic . fn,i r' i t a I s t t u;. . nonit)* - r n t 
d ' I ' ■ , id' ■ ■ . < ji " ■* M ,1 1 ) s i< j( .i t 1 1 ) r f I * ' V < ' 1 i ) s u.i 1 I V . till'. 1 f I f < M ina t M if) is 
, ■ r , ^d Mm s |, j[ I . .uinfiii ji lit, a< )(M K / r J ' I i' r r 'i I s (; r s i )IT)o t i itii ' s f i j ei k p, ,n id i li • i i ]f ipo f s 
.j , ( ■ . . 1 1 1 , I • I 1 1» M.I , djoo t t nr I li' r s( in ' s wi' I f a r »• ^' f )'>w j ng a(H)ij t I [m- f am f I y < o 
- I), y. I 1 h ] i t ^ (M jii. t ' M , I I Mir: II I- s ! lii' Wd 1 »■ I I s pi-t suo i njhl .tw.ty' 
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i. 

• the visit is be i nq made: He/ she expla'ins immediately that this is an\ 

t t'ducat^on ;^royrarn and not a community agency to tie discussed. Thie 
^ecT'u *^e'r" IS cour^teous and not condescending, critical, or e\/er: on the 
netensivp. A friendly non- i nt imi dat i ng approach works Best. The TRC is 
•^''^'■^^j" a pr'oduct education; "Arguments" are well thought out and pre- 
">ente.: with pnthusiasm, It the person doesn't want to talk right away about 
^Miucat^on. but seems troubled or wants to vent feelings about other concerns, 
t^:*' 'RC Mstens and verbalizes only when necessary:' The TRC doesn't appear 
-v^^rJnKM)us to jump to the subject at hand. Leading into the discussion about 
MVt uMer: L'CLur's wher] almost r^eady to leave. The "counselor" role begins 
mr-t^'j : at e i> upon gaining the interest and confidence of the client. n 

"Ciu.rve I 1 ng" takes time. It is quality rather than quantity that the IRC 
' - ^n r»n TL. i tment counseling. A lot of listening and observing takes place 
1 1 n i c^bpet t iv e client betote being able to even tacicle the subject of 
-eijiii \[ u.n. Ihis may take JU miruJtes to afi hour in many cases. 

t^ne )tfier pn ) fit micjht be macje. Ihe IRC doesn't go overdT'essed or wear 
'^'tJ; h u>wi' i r y tjuTit or tat) 1 e shnes arid dress tor the occasion is necessary. 



TRC PRE-INSERVlCt 



i'lw [;(' tOl: LOCAIL PFOf'l [ sUHLD 1(J THE ROLE OF f L ACHf R/RtCRU I T E R/SOUNSt LOR^ 



Hf'tPT^minp tfie communities to be targeted: Find oat: who the community 
. U'dtiers ar>^. e spec i *i M y those we I 1 -respected: Make an appointment to 
'ciisLiu^.s the program wixh these people and ask their assistant in finding 

people whu tit the TR£ job desc r^' pt i on ; 

AnotKM- r^esoLjrxe can be commun i ty ;agenc i es . A call to the Famj ly Eoansel- 
ifuj Center resuHed in an excellent referral who had had experience in 
social wor'k. Also, contact school principals who have schools loc'ated 
or nv.w' the targeted commurn t i es :. A new TRG was discovered throogh this 
-^u^thOd. fin's per^bon had done volunteer tutoring in the school. 

It IS best not to "advertise" this position. Seek out people through' the 
suggested methous.. It you have a FRC already on board, use this 
f)lM sofi to assist yc)u in linding those other^ "right" people for inter'views. 

!t h.j-, t)een found locally that women are more suited to thi s_ pos i t i on . A 
ni. ifi knoc: k i ny on a dour^ has less chance of getting entry. This is espe- 
ti.iMy true if women are the prospective clients. However, an older 
fettr-fMi man witfi the rngfit qua I i t i ca t i ons can be successful it working in 
thj' cnftipany of a woman fRC. ffie man could also set hoUrs for recruitment/ 
counsel ifig tiUr'ing the evening, whereas, a woman might be reluctant to 
visit. ct*rUairi communities dur-ing evening fiour's. 

ORHNfAIlON 



tt'p I - RtMij t fie "ABE feaciierVRecru i terv/Counse lo>^ GuMie" and determifie 
• t tins pns I t i on is r' i tjfl t fur' you . 

tt'|j - '>tudv careful ly tfie "IRC vJt)b IJes c rM p t i on" 

U'l, \ ^ f ^'amme t fie rMjun'ements fnr^ IJAfA COLLECliUN 

: 1 r'u i f p r- ' s Rj'por' b 

i ' f\ff ru i t r ' s f i iiit> Inxj - . 

■> Adult I ed r ruM" f o 1 I ow- u|j f o riTi _ { 

4 HOw to C()[n[jlet<» a "frsiv(>l V'lujc: li^r" [ 



t t-p -1 first ') t ,1 1 f I r a i (1 1 n(| '^r s s ion 

I [i!<'vi<'w it Pins, in Step 1 - ] fur ( 1 a t; i f i c a t. i on 

(;fi.ir sir t pr i s t i ( s ot [^-ospJM t i ve (,'lients 

J Rr( r u i t flic (1 1 [ ♦'(. hn i ( jup s 

A Counsi' 1 i (Kj I r( firi i (jui' s 

* ') Adult Msi r n i fwj f Mrory 

♦ ) Mo li v.i t I on 

J / What t ( ) i'xpiw t i f I t lii' f i I H - n rob 1 iMiis / so hi t i (Jir 



step b - 



Study Reference Materials 



1. Complete "What is APL? A Teachet^ Training Competency Module' 

2. Read/study *'Adult Basic Education Handbook" . 

3. Read/study reference materials on adult literacy, teaching 
adults, adult program offerings. ^ 

Step 6 - Second Staff Training Session - _ 

1: Film: " II 1 i te^racy, . We Can ' t Afford i t". __________ 

2: Discussion and Problem Solving related to Step 5 references 

Step 7 ' Complete Qbservations of ABE Classes at Outreach Centers or Adult 
Centers 



1. Observe experienced TRC working in the field 

'2: yisitadult centers (usUaTly with ABE Coordinator or Experienced 
TRC) for first visit __ _ _ 

3. Make personal contact counseling with a minimum of 5 perspective 
students 

4. Visit with community agencies and^other possible resources 
5.. Seek out sites for holding ABE Outreach Classes 

Step 8 - Third Training :^ession 

I - - - 

1. Problem Solving - Discussion of Step 7 Activities 

2. Plan a program of individualized instruction for a student 
based on diagnostic testing ^ . _ 

3. Review speci'fic programmed instructional materials 

4. Examine di f f erent_ d i agnost i c/pl acement tests 

5. Role play^'ng - interview techniques 

Stop 9 - Set Up an ABE^treach Glass 

1. Based on experience and training, you can now set up ah outreach 
class. In some cases, you wi 1 1 cdnti nue as a " teacher a i de" for 
an ABE class offered at an adult center until comfortable with 
the instructional program. 

2. Continue with intensive recrui tment/coUhsel i ng in targeted 
communi t i es i 

i. Make contact eacfi week with adUl t centers _ _ _ _ 

4. Assist as need^ with recruitment of students for adult center 
ABE classes.. Recruitment into other adult programs (i.e:, high 
school completion, G.E.D. preparation) can occur; 

SU'P in ^ Be prepared to make presentations to groups who have contact with 

prospective clients, (Check with ABE Coordinator for references 
before making presentations): 

Always carry program flyers and posters with you when wdrkihg in 
life fi(Md. Distribute freely! Leave a flyer with each person 
conttic ted. 
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''Step 11 • Staff meetings are held every twb weetcs Bring 

} Problems & ideas • 

- Need's, i nstruetional or ofcher- • 

- RECRUIT£R_CDNTACT SHEETS . 

- ADULT_LEaRNE.R_FDLLOW-UP PDRMS . 

- RECRlilTtR TIME LOG & Mileage ( last week of each month) 
Be surq^to call ttie ABE Coordinator for assistance as needed!' 




GUID£LINES F0R TRE TEACHLP RECRUITER/COUNSELOR 



The- toi lowing . discussion i s ..ah exc_erpt from a Sp.ecial bembhstratibh Project^ 
i978-79 developed by .the No.rth Ea.st Florida .EdUcati(^. CdhsdrtiUm/Teacher 
Edacation Ce-nter. _ A few addi tiohs \ have beeh added based oh expej^iences ^i^n 
Brevard County. This .is a more detailed descriptidh df ideas that may have 
already been discussed.' . ^ . - . 

PERSONAL CHARACTERISTICS AND SKILLS df.the TRC 

As has be'^n mentiohe(;i, the ABE TRC is' a "special type*^ person, for he/she must 
understand the pedple", thei r probl ems , attitudes, i nterests , and desires^ The 
folj'owing ^ight serve §s a very basic set of personal qualities which should 
be inherent to the recrUi ter/cdUnsel.dC: 

1. EXHIBITING A SYMPATHETIC AND . UNDERSTANDING, IMAGE - The ABE cl ient, ^ d in 
part to a .general lack of educati on , i s typical ly faced wi th a battery of 
personal; and prdfessional blockades throughout his/her nfe. Fai,lar|is 
continuously /manifest subsequent fa-ilures until it i s a common i ngretii ent 
in his/her d-aily life. In many i nstances , a feeling of inferiority and 
often "dumbness" begins to saturate outlooks on Jife. 'The personal 
problems begin to seem i nsurmquntabje until a feeling of helplessness 
becomes the domina?rt force within his/her lifestyle: 

As a result, the ABE cl ient' often likes to verbalize his/her problems^ 
The understanding recruiter/counselor can be a 'key figure by. becdining the 
"sounding board" for such negative frustrations. By exhi bi ti ng a sense 
of understanding, a feeling of closeness and trust often evolves, Which 
i"n turn enables actions to be taken which will _i.n_vol ve thi s person h'h 
planning educational strategies to improve his/her lifestyle. 

Jl. BEING RESPECTFUL OF THE ABE CbJENT - As _ previously mentioned, the ABE 
client often has :many personal and professional blockades thrdUghdUt 
1,1 fe. He/she uiight even be fearful of and intimidated by the thought of 
a classroom environment: Negative connotations of education due to 
previously unsuccessful public education experiences go a long way in 
explaining such fears and reluctance toward seeking further educational 
experiences: ^ ^ ^ 

The ABE recruiter/counselor must be respectful df, thdse individuals he/ 
she meets. Such r^espect.^nust be for 'the persdh as ah individual and a 
human being, for the client can always sense ah absence of respect 
through the mannerisms, facial^ , expressions , ^ verbal expressions, and 
ges tur'es4of the recruiter. ' ' ' 

ihe' recruiter might do well to^seek ways of complimenting the client. 
I veryone likes td be told that he/she is dressed nicely, that tfie hair is 
Well groomed, and that his/her house is neat and clean. ThisYielps the 
client build cdhfidence and trust in himself/herself, well as in the 
r\ecruiter. * , , 

i. LXHIBIIINC; A SENSE OF HUMOR AND PATIENCE - it ha%>s^ten been said that 
" laughter . i ^ the universal language." Everyone loves a laugh and every- 
orie understands laughter. Anxieties and nervousness are reduced in the 



presence of laughter, resulting in a more trusting and respectful atmo-s- 
phere within which further xommuni cati on may occur. 



PA7 lENf . above a 1 1 --pati ehce! it takes a great deal of time to gain the 
trust ana respect of people. It takes, even longer 'to get a commitment 
from them to attempt to imprdviB. their lifestyle. Even therj, such commit- 
ments have to be cdhtinudUsly reaffirmed through follow-ufD visits, 
ehcduragement , and assistance. 



UNDERSTAND ^ RESPECT + HUMOR + PATIENCE =^ A NEW ADULT LEARNER! 



RECRUITER TRAINING TIPS FOR A SUCCESSFUL PROGRAM. 



1 ■ 



It is essential that a recruiter b_e highly trained prior to the^ initiatidp.of 
any recruiting program,. This wiTl _^ssUre yoU of a successful recruiting 
endeavor. ^ J? . ^ ' . 



PRIOR TO BEGINNING, IT WOULD BE WELL TO KEEP THESE POINTS IN MIND: 



Keep your OBJECTIVE foremost in your thinking. 

Be sincere and honest in all you do. BE YOURSELF^ 

Become knowledgeable of the OFFERINGS of tfie Adul t 

Bas ic Educati on program, with basic i nf qrmation 

concerning the content of these offerings^ 

Be prepared to EXPLAIN THE PROGRAM as completely as 

possible. Don't hurry! This could take at least 

15 minutes per f ami 1y*-of ten times more! 

WEAR APPROPRIATE CLOTHES. Be clean and neat, but not . 

overdressed. . 

KNOW. YOUR AREA to c^anva%s. This will prevent overlapping 
with another perso^i. 

Be informed on the L0ey\Ti0N of the Adult Basic Education 
c 1 asses . 

ATTEND A CLASS IN ABE prior to recruiting. 
RECRUIT A FEW PEOPLE properly, rather than 
an inadequate manner. 



many people in 



DURING YOUR VISIT, 
TO THE FOLLOWING: 



USE A COMMON SENSE APPROAC^ BY ADHERING 




DO NOT ENTER the home if the timing 
An lihwholesome atmosphere may exist 
to visit. 

ENTER tjle home with a friendly attitude and identify yoUrself 
to the potential adult learner. 
TELL the person the REASON for your visit. 
SAY the person's NAME as often as possible, 
d personal interest. _ _ _ * 

ATTEMftT to identify with the person ' s concerns^ BE 
UNDERSTANDING! TALK about things that are meaningful 
tfie potential lear^ner: 



appears' to be wrong! 
at the time you choose 



This shows 



to 
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AFTER ESTABLiSHiNG A GGBD RELATieNSHiP WITH THE PERSON, GIVE THE NEEDED 
INFORMATION ABOUT THE PROGRAM. EXAMPLES ARE: 

- Bescribe the adult program; Hand out a flier which may have been 
developed: (Explain what the flier says; You may be talking to 

& a non-reader. ) .- • 
■ - All records are eONFIBENTIAt! 

- TH| PR6SRAM IS FREE! _ ^ ... 

- N0 OTHER MONET/^RY BENEFITS WILL BE L0ST by talcing adult courses, 
sucb_as social security , etc. _ _ 

- BETTER JOBS may *e_obtained_as result of ^fcirig adult course. 
J- T NEW FRIEWDSRIPS ARE POSSIBLE! 

- Adult Basic Education.GARES ABOUT_TRE LEARNER and RAY BE the 
begiDDlng of a MORE. REWARDING LIFE! _ _ 

- BENEFITS.may be realized in the FUTURE as well as _ immediately. 
' GLASS PROCEDURE is di fferent from "regul ar school i ng. " 

(Attehdahc&^_i s not required for every class, etc. 
There is a friendly relaxed atmosphere^} ■_ 

- OTHERS HAVE BENEFITED FROM CLASSES! TELL HOW! 

BEFORE LEAVING THE HOME, BE SURE THE PROSPECTIVE STUDENT HAS 
SPECIFIC -INFORMATION, SUCH AS: 

- He/ShevKnows WHEN AND WHERE THE CL^SS BEGINS! _ _ , 

- A card has been prepared to introduce him/her to the teacher. 
(You may want to go with the new student to the class 
and stay with tiim/her until comfortable). 

- The student KNOWS THE TEACHER'S NAME. 

- The stude-nt FEELS COMFORTABLE ABOUT MEETING THE FIRST CLASS! 

- The student KNOWS OJHERS who may be attending the same class 
if names are available. 

The students FEELS THAT YOU WILL ASSIST if help is needed. 

AFTER LEAVING THE HOME, ATTEMPT TO ANSWER THESE QUESTIONS IN 
WRITTEN FORM: 

- What is approximate EBUeATiONAb bEVEb of the adalt? 

- What BEGREE BF INTEREST was shown? 

- What EAN VOU TEbb THE TEAeRER ABOUT HIM/HER? 
= BIB Y0t) HEAR THE f*\MES OF OTHER PROSPECTIVE bEARNERS 

MENTiONEB? BID yOU^BSERVE ANY IN THE SOME? 
= RAVE YOU RECORDEB Abb PERTINENT INFORMATION? 

ESSENTIAb INGREDIENTS TO REMEMBER 

FObbQW-UP ! The adult learner may hot have attended the first class. 
CHECK UP ! Go to the class to show your interest in the adult learner! 
HAVE ONE PERSON IN CHARGE ! This will avoid two recruiters giDing to 
the same area. 
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fHE. TEACHER AS RECRUIT-ER 



( i he ^0 1 iowi ng are excerpts from Literacy Education for Adolescents & Adults 
by Edwin H: Smith, Florida State University) 



Ihere ai^e many SQurces of help-iii locating and recruiting students; 



A^ teacher who lacks the ability to recruit students 
[pay also lack the ability to do a. good job of teaching 
.<|hem. "Ability to recruit is related to ability to 
hoi d- students once." they are. .recruited (Smith & Mason, 
1955 ) . Teachers i n Adu 1 1 Basi c Educatii)n_ shouTd be 
experts in. the recruitment of students. Time should 
be spent in learning about the _ commuhi ty and in 
learning tecjhniques for the identification and fecruit- 
ment of students . 



A fe w tilings the ABE tea cher should know: 



i. 

2. 
3. 
4- 

5. 

6- 
7: 
d; 

9. 
ID. 



The total pdpulatidh and the populations of ethnic, groups . 

The number of unemployed and the reasons for unemployment. 

The industries in the area. 

The economic outlook 'for the community. 

The community poverty pockets: • 

^ \ 

The public health and welfare services: 

The crime rate and the types of criminal acts mo%t frquently committed. 



Governmental agencies and services (a section of this manual includes 
several of these agencies, especially on the local level, for both up and 
down county). f 

The religious life of the community. 

The recreational facilities of the community. 
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TECHNI QUES FOR iicmilBENT 



CONTACTS WITH: 



1. Existing social agencies e.g.^ Welfare, Department of Empl oyitleriti Parks 
and playgrduhdSi etc. - 

2. Local community organizations. 

3. Local social clubs. 

4. Local schools.^ Try to get the administrator or key person i^n the school 
to serve as a liajson. Send fliers home with students, includjng cpjnplete 
information about the programs , "and attach an application form. Be 
spec-lfic as to whom to contact for further information. 

5: Local libraries: P ; 

6. Local radio and T:V: networks: Use students as much as pbssibJe: (Try 
to make arrangements with mass media at least two weeks in advance.) 

7. Local community, city, and thrbW-aWay newspapers. 

8. Local industry. 

9. Local stores, especially grocery stores, supermarkets, drug stores, and 
snack-stahds. 

10. Housing projects,' Consult with internal club or i^ts equivalent and get 
them to recruit for you. Try to get them to attend. Ask manager to send 
flier home with all necessary infdrmatidn atout the program. Th^ could 
include it in their rental statement, or refer to fl^rs verbal ly^as 
renters come to the office. \ 

11; Churches: Some may use studerrfs^to give panel discussions. Send fliers 
and brochures home. (Use ABE students for panel). ^ ^ 

12. ^ Surveys--\/ol unteers and/or paid staff: 

13. keep counselors, teachers, and administrators informed with necessary 
information on the ESt and other school programs: 

14. Let existing stodepts present their stories of success . 

15. Provide family involvement whenever possible. 

IB. Keep on top of act i vi ties go i hg on iri the cbmmuhity such as cbristructidn, 
industries, programs, club activities, social actions, conferences, 
scholarships , etc. 

17,. Contact the ABE Advisory Commitfee., 

18. Make posters-'display them in windows of certain stores. 
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19: Prepat^e sdiTij) les Uf fliers, Si^ns, etc., aiu.i suggested wording of 
radiu spu t-^announcements . 

20; Contac? the ABE eoordinator fur i nf ormat i ofi and material heeds. 



V. and 




r 
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I 1^ - ^ther sources o.f. ifif ormt ti on about the commum'ty may be found -by _U5xna : 



1 . Newspaper f i I es 

2. Chamber of Commerce 

3. Police department 

4. Offices of mayors or city managers 
b. Sta.te boards of health 

6. Courts 

'7. Charity organisations 

8-: Ministerial associations 

9:' School teachers and principals 

lU. Welfare workers 

11. Employment agencies 

12, Medical societies 

* r . 

13- M i I i tary bases 



-I 



HealW) & Welfare agencies will cooperate in both identi fi'cati on and recruit- 
ment of students.. Mass media such as radio and television generally w"ill\ 
provide f ree pub 1 i c i ty— but of course our best source of recr aita " 
"word of mouth" by satisfied students . 
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10: INSTRUCTOR: 



this list by asking for a show of iiands or by private intet^^iew. 
important for recruitment arid data collection. 



This is 



METHOD OF STUDEJ^T-'^- R£X-R-UU MENT 
Please check the appropriate box. 
1 wds intrauiuced to Adult Basic Education by: 
1. ABE recruiter or. tether 
.\ f rM end 
V student 
- -- A. fM.jce of emprloyment 
b Newspaper 

M An no u firemen t from %ch6b\ 

(■[ujT^ch announcement 
M. Weltar^e Department 
9- 1 th Department 

lU. Unemployment office 

11. Uei)artment of Vocational Rehabi 1 i lalion 
1 . Si. hoo 1 o r t i t: i a I s 
1 ]. \lu\]i) - • . 



I') 




' e I e V r. 1 (ni 



Veter<ui ' s ';ot^v ice Ot 1 i ce 
Re i .it ) VP 
1 / : N(M ( j[it)o 

br^"^ — tS^nunity Af. tiofi Counselor^ 
I'j. i r 1 <'[)[)one" 

'( ) (.Or r»M ti oii-i I 1 ir» t i tut i ()M 
'I. OMxo : 
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REASONS FDR PARTICIPATION IN ADULT BASIC EHUSftWSN 
Please check the appropriate box. 

My reasons for entering the Adult Basic Education Program are: 

1. Prepare fpr.the G.E.D. test- 

V ^. Better^^J^pcation in general 
— — — 3. General sel f- improvement 
— — — 4. To get a better job or promotion 
-— — — 5. Learn to read and write 
— - 6. Required by employer 

7. Bet a job ' 

8. Bet a driver's license 

9. Improve basic skills in English, math, spelling, and reading 

^ 10. Help children with homework 

11. Other: 



PERSONAL GOALS AS AN ABE STUDENT 

1. To learri to read arid write 

2. To work for a high school diploma 

3. To meet different people 

4. To qualify for a better job or job training 

5. Other: 



831006/df222g 




AijDI I BAslt: I DIJCAI ION 1 1 ACIII R/R[ LRU 1 I f R/COUNSE LUR 



JOB DLSCRlfM urn 

^nJkP^^l ihe Aciult [^.rJi l (HiCcition lt\u:hiM\/R.t^crHii toiv'(:t)unselor (IRC) iS employecJ under 
A f)jit-timp i:i)ntroc:t (\\c\) yi»\ir. Ihis pcisitiofi is. primarily supported by Adult 
Basic ((tuiatioii lir.iht funds. Since fuii(is vai\y. t rpm year to year, hours 
rinplDyjLiont art^ i a Icu'latocl bastnl oh ava i lat) Ir fUhds. This per5dn(s) may at 
times :96ls() be unUev sef)arate ccihtracts at adult centers to provide counseling, 
: . rHH:rnii tmeht , ahil i hstrnict ibfi. 



A(lUlt Basic: Hilicatidn Grant funds are Used to address PRIORI lY #i of the Adult 
[dlK:ati()n Act .( and tfle f 1 otm da^ P 1 an for Adult Education, This_ priority 
indicates that adult education funds should be used to provide educationaj^ 
i)p[)i)rtuhi t ies first to tfiose adults per form »ig be low the 8 th grade level and 
most in lYcvU of readincj, writiruj, mathematics, and everyday survival skills. 



m scRiri ion; 

! he 1 works not U^ss tfian 20 fu)ut s per week in performing the following tasks: 

■ a. ()o()T'- 1 o-(i()or contact for counseling and r^ecruitmeht of ABE clients, 
l\. Personal contact wit.li community agencies for referral of prospective students. 
(. ()r(jani/e ami set up outreacfi - ABE classes in community buildings near clients, 
(i. (MM)viije instruiction for students in Outreach tenters, ^ 
e. ArM.iruie iMr^pOols afid childcare for pr<)gram (ABE) participants. 

' ' 

t. ,- A'^sist sttKlents with transition to adult center progr^ams f r^om outr-each classej 

g. Assist atlUit centers with placement of ABE students in center classes, 

h: Pr^ovide publicity and |jromotional literature for recruitment of students. 

; i v • Conduct speaking engagements re 1 at i ve to- ABE progr^ams. ■ 

- |. Coordinate all activities with the ABE Cbdrdihatbr. 

k. Keep all records and logs requir^ed for outreach activities:^ 

1. Work with ABE instructor^ at adU 1 1 cehter^-s arid serve as a consultant to 
the ABE program at the direction of the ABE Coordinator and Adult Center 
Admi ni str^ator\ 

QilAI inCAriDMS : 

Rank II I Cera i f icate or Occupational Cert i ficate 

E xtehs i ve exper i ehce i h working with^people form all socio-economic and educatjonal 
levels, Knowledgeable about the communities and cljents to be served. Experience 
in public relations and program type promotion^ ,^_Experience in teaching and general 
counseling. Possess a personal dedication to and empathy w^i'th those persons in 
need of Adult Basic Education, 



REPORTS TO : Adult Education Department, ABE Coordinator 

[PROGRAM DE-IA4^ : ADULT BASIC EBUCATlON TEAeHER/REeRI5(ITER/C0UNSEL0R OUTREACH 

PROGRAM (Booklet) 

-22-2S 
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TRC' s Relationship with Adalt Centers 

^ jjnder the directiDn Qf the . adult educatibh department. The ABE 

hbur^"^ "''^'"^^^^ ^"'^ supervises the TRC's activities; record-keeping^ and 

ASSIGNHENI OF HOURS : - • • 

a. 20 hours per week. 4 hours per day. 6 days. Hours are flexible depending on 
needs of clients and the TRE's schedule. , y 

5. No more than 9 5 hours per week are spent in teaching in outreach classes 
The remaining hours are spent in recruiting and counseling adults into ABE 
classes at adults centers and into ABE classes at outreach centers. 

c; As the TRC makes contact with clients, referrals to other adult education 
programs (G.E.O.. high school completion, etc.) will be made. However the 
I KC cannot spe^nd more than 2 hours per week recruiting for special classes 
unrelated to ABE, G.E.D., and high school completion, (i.e.. classes that are 
recreational or avocatiOhal in nature). 

d: The TRC can be requested to assist a center in getting new classes started 
iSf that the TRC can respond is in recruiting and counseling' 

The TRC has no responsibility for recruiting teachers: 

e. The TRC works with the administrator and ABE Coordinator in acquiring 
facilities for outreach classes, however, the TRC is not responsible to be at 
these centers or the security of these centers, except when on duty as an 
instructor: 

i > 

f. When an administrator contracts with the TRC to initiate new class that is not 
ABE. he/she should place in writing infdrmatibh relative to fees to be 
charged, number of students needed to make the class, and course description 
of the class. 

g. The TRC and administrator work together in providing transportation for 
clients and classes at adult centers. The administrator arranges for earpools 
or bus service. The TRC can provide limited transportation only when teaching 
c lass. 

ADULT CENTER EMPLOYMENT OF EXTRA HOURS FBR JRC : 

1. Adult Center administratolrs may want to employ the TRC for hours beyond those paid 
for under the ABE Grant. The following conditions are important: 

a. Hours can be for instruction of an ABE class at an adult center during the 
evening or daytime. A separate contract for each center must be completed and 
hours are kept by the adult center. 

b: Hours may be for counseling at an adult center or recruitment of students A 
contract must be completed which designates exact hours for pay. If employing 
for recruitment and counseling for new classes, travel must be paid by the 
adult center. , 



NOTE: If an adult center wants to start ah ABE class at an adult center or 
outreach center, the administrator should contact the ABE Coordinator to 
arrange for recruiting and travel hours under the ABE Grant for the^TRC 
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ADULT BASJC EDUCATION OUTREACH TEACHER/RECRUITER/COUNSELOR ' 



1982-83 
SCHEDULE 



my 


TUESDAY 


, MEDNESDAy 


THURSDAy 


1 

FRIDAY. 


8:3d a;in:-i2:30 p.m. 

[ 

, ML; Mori ah fiethodist 
Church * 
Mflonolia fivp Cnrn^ 

1 

ABE CLASS , , 

j 4 hr«;(ABE] 


8:30 a.m.-12:30 p.m. 

Housing Authority 
Rec. Center 

Nnrfh TnmV^l Trsil 
nui III 1 ii,u 1 1 1 d 1 1 

Merritt Island 
ABE CLASS 4 hrs. (ABE 


8:30 a.iti.-12:30 p.m. 

Recruitment S 
Counseling 
Cocoa, Mest Cocoa 

\ Mprntf Icl^nH 

^ 1 ICI 1 1 L L 1 3 1 aiiu 

AMn, (ABE) 


8:30 a.ij).=12:30 p.m. 

Recruitment & 
Counseling 

Titusville 
4 hrs. (ABE) 


8:30 a.m.-12:30 pj; 

North Area Center i 
1 

ABE CLASS i 
1 

' 3.5 hrs;(NoiArea) 


J - ■-— ■ ■ - 

. 1:00-3:30 pj. ;' 1:00-3:30 p.m. 

. — _ 


1:00-3:30 p.m. 


1:00-3:30 p.m. 


1:00 3:30 p.m. 


1 

1 i 
1 

■ — —f — 


■ 


Recruitment & 

Counseling 
Other Assigned Tasks 
Titusville 

4hrSi(ABE) 

■ 


Program Promotion 

Assigned Tasks, • 
Conmunity Agencies 

Titusville 
j.D nrs [no, firej ^ 


.6:00-9:30 p;m; ■ 6:00-9:30 p.m. 


5:00-9:30 pj. 


6:00-9:10 p.m. 




— — — 

/ COCOA ADULT CENTER - ' ^ • 
ABE CLASS . ; 
3.5 hrs. (Cocoa) ; 

i 


COCOA ADULT CENTER 

ABE CLASS 
3.5 hrs. (Cocoa) 


— . fJ 

j 

1 


20 hrs. ABE Grant 
7 hrs. North Area C 
7 hrs. Coco^ C. 

ITFrs. total 



TRC: Jarbara-toiklns 



-Total Hours: 
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Personal Contact 
Report Fo^ 

OATEi-- ___ 
Ho. Day 



OUTREACH TEACHER/RECRUITER/COUNSELOR REPORT 



i 

TRC:- 



?r, 



Report 



NAME OF CONTACTS 


ADDRESS 


TEL 


ED; Level SIGNATURE 
Contact 


Program 
RiftrraT 




i. 


1 

1 






f 




: 


2. 












\ ^^1. 


3. 















4. 

N 




/ 




• 






5. 










/ 




6. 












/ 


7. 


i 




u 






i 


^- 

JRJC_45 ^ 








* 
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BlREeTIBNS F0R eBMPtETiNG THE RECRUITER'S REPORT 



1. Be sUre to cbmpTete a>l information requested on each 
person cbritacted. 



2. The signature of the person cdntaizxed is impdrtarit. 



If the person cannot sign his/her name, ydu may sign 
with a notation. 

3. Educational level is often misleading. Record the 
information given by the person^ If you suspect a 
lower level, use an asterisk for notation that 
special attention to placement should be made later. 

4. Make a copy of thisreport for your files. Send the 
original to the Adult Education Office. 




MONTH; 




Year: 



ABE TEACHER/RECRUITER/COUNSELOR 
'TIME' LOG 



Signatui^e bfMRC . 



IRC timeioiig' is to be turned each month when Reporting hours worked 
for payroll; ( ' I 



DATES 


HOURS 

- 


1 CONTACTS 


1 RECRUITS 


,1 FOLLOM-UP 

« rcioUlial viDilD 


f . FOLLOW-UP 

Phhnb fi^llc 

riiune Idl lb 


1 MILEAGE' 


OTHER ACTIVITIES 


































— 














, _l — 


- 






\ 
























• ■ 










<• 
























1 






















































































































































p 














































»■ ■ ■ ■. 




























TOTALS: 

















ABE Coordinator 



Date; 
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TEACHER/RECRUITER/CdUNSELOR TIME LOG 
bl-RECtlONS 




1. There is a TIME LOG for each inbhth of emplovmerit. Keep aeedrate 
record of DATES & HOURS worked. 

2. Refer to the CONTACT REPORT for daily riUmber of personal contacts 
made and number of recruits. 

3. Keep a daily record of follow^Up personal visits, follow-up phone 
calls and other activities. 

ether act jyitiesmay be attend staff meetings, inserViee training » 
appointments with community agencies or persons making referraUi 
ABE class observations, tutoring in an ABE class, or making presenta- 
tions, ether activitiesrefers to any "paid" time activities that 
are not actual door-to-door recru^'tment>^coUhsel ih^, 

4. Keep accurate records on mileage. Mileage is also.turhed in on 
a "travel ^voucher." Your record of daily rnileage is attached. 
Yoif^must sigh the travel voucher before being processed. 
Mil^^age cheeks are separate checks and must be picked up at 
the cashier window in A-Building, Cocoa Campus. 
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flUlllT LEARN^R-iaf-OfiMATieN FORM 



TRC RECRUJji^ENT STUDE NT REPOR T 



TRC: Keep one of these for^s oh file for every cbhtact tfiaole m gutreach^ecra tment. 
Each Learner participating in an Outreach Class should have.a copy If this report 
kept in his/her FILE FOLDER; Keep this fOhn up-dated. Bring these forms with you 
to Staff Planning Meeting. 



1. NAME OF^CbNTACt: 

Date: y. Address: 

2. WHO R EFERREB : 

Door-tD Door Counseling" 
_ Referred by Agency 
Referr^ed by Neighbor 
Referred by Friend 
^Referred by Another Student 

Referred by Employer 

Other (Explain) 



Age: 
T-el : 



3. REACTloLOFjiMOyffi " 
Positive - Mill Attend A Class 



-_Not Sure- Will Do FOl low-Up 
Negative - No Interest 



REASONS FOR "Not Sure" "Negative " 
Transportation — Childeare 



II Irtess 



Time Class Offered Other (Explai-n;} 

LEFT PROGRAM rNFORMATION. 



5 .CLASS REFEj^fiAT aSKORMATION 



^^Outreach Class : 

Adu^t Center: ^ 

Checked on Attendance 

Took Learner to First Class 



~r~^PR5gRAMrpFlRRAr 



jG.E:D; 



_ABE 

Parenting Ed. Program 
Other _ 



High S. Completi^m 



Did. Follow-up (if not in Class) Type of Follow-Up: 



-^Personal Visit 
Card 



.ADULT LEARNER NEEDS^ 



^-1 



2-3 



4-5 6-7 DATE TESTED; 



_^ ^Placement Testing: GRADE LEVEL: 

Test Level Used: £ M (TABE) Did YOu Use the LOCATOR TEST: 



Telephone 



5.. LEARNER PROGRESS^ 



^Mastery Demonstrated/Student Minimum Student PerfSrmance Standards - Grade 3 _ 

Mastery DemOhstrated/Student Minimum Student Performance Standards - Grade 5 ^ 

Mastery Demonstrated/'Student Minimum Student Performance Standards - Grade 8 _ 

~SSAT 12 Mastery of Funetiopl Skills - Grades 3 - 5 

SSAT #2 Mastery of Functional Skills = Grade 8 _ 



AWARDED ABE CERTIFICATE OF COMPLETION :_ 

Hccoitmended for ^ ^G.E.D. Prep. H igh School Completion: 

COMMENTS : 



DATE 



Adult Center 



ERIC 
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TRC SIGNATURE 



ABE TEAeHER/REERUITER/COUNSELOR DIRECTIONS FOR "ADULT LEARNER INF0RMATI0N FQRH" 
eeHPtETIQN: 



H. The full name of the "cohtact". AGE, Address, and Telephone number are inf)orta_nt 
for doing follbw-Up^ record keeping, data col lection. Be sure to give DATE of 
first cbritSct with the prospective learner. 



^3V This will help yoU in deciding whether to make a follow-up visit or phone call. 

^4: Important for data colleetion and reporting. Alsd^ this is information that 
you need in order to determine whether to do folldw-up. as well as a remi-nder 
to see if you can help in solving the problem. 

At this point, Jf the student has not joined a class, place the Adult Learner 
Information Form in a file for future reference. 

^5: Be sure to complete all information under #5 and ^6. Important for data 

0 ^ collection and reporting • 

#7: Use the TABE JLOCATOR TEST to determine Student Level . Use the TABE (eW or Medium) 
to determihe diagnostic heeds in Reading and Math. 

§8\ Use the Checklist Sheet for Students to check off when each student mastered 
^ the Minimum Student Perfomance Standards at Grade 3.5. and 8. 

Use the Checklist Sheet for Students to check off Functional Skills Mastery. 

When ah ABE studeht has been check Off in both the Minimum Student.Perfbrniance 
Standards^ahd Fuhctidhal Skills* he/she is to be issued ah ABE CERTIFICATE 
OF COMPLETION. This student should be encouraged to enroll in_ a G.E.D. preparation 
class or the high school completion program at the nearest adult center. 

KEEP the ADULT LEARNER INFORMATION FORM in each student's eUMMOtATIVE FOLDER. 
Bring these CummUlative Folders with you to all STAFF MEETINGS for review. 



Important for data cdl lection and reporting of activities; 
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FORM B (Can be used._ 

Instead of Form A) 



; 

DATE- }- 

^ : 1 — 

FOLtOW-UP INFORMATION TO RECRUITER'S REPORT 



NAiffi OF eONTACT RECRUitER^S SIGNATURE 



ADDRESS '. TELEPHONE DATE GONTAeTED 



AGE GRADE LEVEL (Approx.) 

, 1. 

1. How did ydii find but about the person's edticatibrial 
needs? '(Who Referred?) 



2: What was the initial reaction of the person to your 
interview? ; 



3- What kind of problems did you ehcouhiter or reasons 
given for non-par ticipat ion? 



4. Were ybli able to help solve this person's problems 

regarding his/her riot being able to attend an ABE class. 



5. bo you plan a follow-up on this person? (Why or 
why not?) 



6. Did you leave irifbrmatibri abbut programs with this 
person? 



Db you feel this person would come to class if given 
home tutoring with ABE materials for^ a short period 
of time? 



make 



ADDITIONAL COMMENTS: 




DIRECTIONS FOR COffPtETING FOfctOW-tJP iNFORMATiON TO 
RECRUITER'S REPORT 



1. Complete all the information requested. There should 
be one completed for each person contacted. 

■ , ^ .. . _ 

2. Do hot complete in. front of the person being interviewed. 
In order to have accurate ihf bnnatibn , perhaps this 

ihf ormatidh could be assessed immediately after a 
recruitment contact. . 

3. Make a copy for your files. Send the originals to the 
Adult Education Office, ^ 



BRiVAlU) COUNTS SCHOOL BOARI) 
/tBE STLDLNT FILE 



A'>L»R>:SS 

CMPLOYTR 



KI KST 



MIDDLE 



SEX 



f>Tk£ET 



cm 



NAME OF iKDtVIDUAt OE COMPANt 



PRf VIOLS 

SCHrHir ATTKNDED 



DATE LAST 
ATTENDED- 




JIACE DATE OF BIRTH 
TELEPHONE 



ACF 



HOKr. 



WORK 



ADDRESS 



HIGHEST GRADE 
LEVEL DOMPUTTED 



DATE OF FIRST 
ENROiiMINT IN ABt 



STUDENT'S ASPIRATIONS IN 
TAXING ABE 



SIA:^nARDI7En tests SCORES: 



TEST 



SCORE DATE 



test 



SCORE 



DATE 



TfcST SCORE DATE 
COMI'CEJION AWARD PRESLNTED: 

LKVFL i:zj^^^_ z^zzzzzr" level II 5^ fl 

PATt STUDENT SEPARATED FROM COLUSE 



WAS FOLLOW-UP MADE ON TEHMINATED StlTDENt? 



TEST 



SCORJE 



DATE 



LEVCL III — 9 - 12 



RE'^OMKENDED FOR 
HiuH SCHOOL 



REASON FOR SEPARATION 
If YES, EXPLAIN 
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, mJLT BASie EDUeATION 
itudent Follow-up Form 



NAME- 



ADULT CENTER 



The above named student has withdrawo^rom my Adult Basic 
Education class for the reason listeo below: 




Gompletioh of Edueation iSda 
Leaving the area 

Employmeht and or Family conflict 
Trahspbrtatibn and/or Child-care problems 
Illness 



Other 



Loss of Interest* in'^'Program (has follow-up been made?) 



MPJHGD 0F Ff3LL0W-UP: ^Visitation Telephone- 

^ . ^ \etter__ ' 



r cert^ify that everw effort has been made to provide the 
educational service heeded to this student. 



TEAGRER 
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Mult Eaucatibh Learning Cffitfir 



ADULT L E A R N E H PROFILE SHEET 



VJmm ENTRY DflTE:- 
PRDGRAM mi DATEi- 



First 

FOR WIS QA'-o: 



Last 



Middle Initiaf 



HCME PHONE: 



BUSINESS PM: 



__Previoas School 
Sttehdej 



HighestGrade 
Level Ccmpleted: 



* opticBil 



Catii)lotedl^ 

J:/i:8:£. lUmiR EXERCISE 



_T,A.B.E. LEVa (E,M,D) 



jT^'POfCRJ. INTEnviEiV (Planning program and setting goals) 

I£\'EE (1) (2) (3) 



SCORE/READiW LEVEL ASSIGT^SW' 
Date Assigned' 



Pf0^Pf:-S TFST __ SCOPE: 

. . .. _ Karne of tet 

PROnXESS TCST SCORE: 



_O0ir)R CODE 
-4XI£IRC0DE 



_mEL (1) (2) (3) ' CDiriR C(I)E 



Namg of tfist 

ANALYSIS of imm NEEDS: (Based on Testing aild CbOEx^rative Goal fetljigj 
jfegiriJnymvgnci t Con rTonication smi^ Livi ng Skilk 



_DQte Assigned 
_bate Assigned 




Other- 



rimCT SlillATTjRES: 



ERIC 



niSTRUCTOR 
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NSMEr- 



TI>!E 



CCW-ETIONr 



POST Tn^T:_ 

OdfTtrrn::: 



ADULT EDUOVTION XJEAIMNG CEmm 



COWTWCT 



USVEL 



General COLOR CODC 



DATE: 



COLOR 



- TIME 



PROGRAM ^ 



CJOMPLEnON: 
PCST TEST:- 



1-^- COLOR TIME 
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HELP US IMPROVE! 



5PFAK NG OUT 



ADUbT bEARNER SURVEY & EbASS EVAbUATIQN 

Sometiines we don't tell the teacher exactly what we want and need in a class. 
Here is yoar chance to tell all without signing your name. If you want the 
teacher to Rriow, go ahead and place your name at the bottom of this evaluatidh. 

Take your time and answer the fbllbwihg questions: 
1. How did you find but abbut this class? 



2. Do you enjby coming tb class? ^ 

3. What learning activities do you feel help you learn the most? 



?ar 

\ 



4. Ob ybu feel the learning activities are too easy? — ^Too hard? Just right?- 



5. Db ybu like to work alone? ^Yes No Sometimes ; ^ 

6. Have ybU made new friends in this class? ^ Yes N o 

7. Do ybU enjoy the fellowship of the other class members?- Yes-^ ^Nb ^Sometimes 

8. What things do you like most about this class? (You may check more than one), 
the instructional materials p eople in the class 

the methods the teacher uses ^— the teacher 

^the meeting place (the room)' 

- name others 



9. How do^you think this class can be made better? 



10^ 
11, 



Bb you plan to ebhtlriue cbmihg tb this class? ^Yes ^Nb^ 



Bo you plan tb wbrk bn a G.E.D^ diploma at an adult center or take 
additional eburses? ^Yes No Maybe 



EKLC 
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Bi All YOU Ean Bt.^^^ Aauic/^ffimmunity u 

eonUnuinq E||ealioii Can Bi> ^ar Kiy!" f 



ADULT/COMMUNITY & CONTINUING EDUCATION 

The Open CirnplH 



Dr, A. Perkins Marquess, Pfdvdst 
Bri'vard Cornmanity eollege; Open feampaJ 
Cdcoa.'Ft 32922, Tel: 632-1 111, Ext. 2060 



NORTH AREA 

Dr. Rogers Mansfield, Dean 
Adult/Comniunity Education. 
North Area Cdmmunity Ed. Center 
.Tiiusville,FL 32780, Tel: 268-1188 

CENTRAL AREA 

Kenneth Baker, Dean_ 
Adult/Cdmmunity ti. Center 
Kennedy Middie School ; 
Rockledge,FL 32955, Tel: 632-9562 

Eugene Smith', Dean ■ ■ 
Adult/Cdmmunity Ed. Canter 
Merritt Island High School 
Merrittlslafia,Ft3Z952,.Tel: 452-1110 

Johny^ife\Deah 
Adalt/Commonity. Ed. Center 
Cocoa High ScHool 
eocoa; Ft 32922, Tei: 632-5302 

C, L Tt^omas, Dean 
Adult/Community Education 
Cbiitihuirig Ed, Cocoa Campus 
Cocoa, FL 32922, Tel: 632-1111 Ext. 3180 

BEACH'AREA 

dr. Charles Colman, Dean 
Adult/Commonity Ed, Center 
Satellite High Sc+ibbI 
Satellite.Bch:, Ft 32937, Tel: 773-7011 

George toi[lis, D8an_ 
AdQlt/eommunitfEd.Center 
> Hoover Jr. High S:hbbl 
lndialantic,FL 32903, Tel: 724-5006 

Or. Jaiiies Schneider, Deari 
Contintijng Education, _ 
'Patrick Center, PAFB, Tel: 784-1911 



ERLC 





pTHAFiA 

U.PHIlip Bliss; Deari 
Adult/Community Ed. Centej 
Melbourne CanipQ$,Tes): 254-0305 

Terry Cqojer/Ocan* ; ^ 

Adult/Community Ed. Centers y - 

"South Area Adult/Cbnimuhity Ed. Ceritei 
Pineapple Aye^ Melbourne, Ft 32935 
Tel; 254-5790 ' ' 



*MelbourneAduJt'/Communitv Ed. Center 

Melbourne High School 

Melbourne, Ft32901. Tel: 7234151 

t 

Eddie Taylor, Oeah- 
Aduit/CommunitY Ed, Center 
Melboarne, Ft 32901, Tel: 723-3031 



Bette Singer, Coofdiiiator for Adult 
Curriculum & Staff Develbp[nent_ 
Cocoa Campus, tei: 63^1 ill; Ext, 2300 
(Adult Basic Ed, & ESL Programs) 

Robert Roth, G.E.D. Testing Agent ^ . 
Andersen Elemehtary School 
Rockledge,Fl32955, Tel: 636-5610 

Carlton Teate, Director : -- 

WILDLIFE/ENVIRONMENTAL CENTER 
8290NorthWicl(hafflRoad - 
Mell)ourne,FL 32935, Tel: 259:2511 



ADULT BASIC EDUCATION 

Classes offered at Adult/Community Education 

— 1 — — 

Centers and MA/VV Oatreach Centers near your 

iiome. Call for a Teacher/Coun^lor to plan a 

program to suit your needs. 
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BOG OFFERS 

a variety of services 
TO MEET 

a variety of needs 



^SINESS and INDUSTRY 



mstitutes, seminars 
consultant services 



NON-CREDIt CLASSES s^^^^^^ 



office skills 
automoiivr 
homem^kcrs sfcills 
employ ability skills 
! time courses 



CAREER DEVELOPMENT 
.REIIRlMENTtDUCAT 
JOB EXPERIENCES TRAINING 
COOPERATIVE EDUCATION 



1 



Adult/eommunlty Education offers. 



HIGH SCHOOL CmETlON 
ADULT BASIC EDUCATION ' ' 
ENGLISH AS A SECOND LANGUAGE 
G,E,D, PREPARATION S TESTING 
PE_RSONAL[WPpVEMENT ' 
CITIZENSHIP EDUCATION .' 
Education for Teenage Mothers :', 
Wildlife/Ehvirbrtiental Education 

Classes are offered at school I'aciiities and outreach* 
• centers located in coiTimoniiy buildings. 
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ERIC 



SEND THOSE CARDS! CARDS! CARDS! 



1 






Are you hung up ? 




Gi'vft as call. 



at 



Ui U« i^rvc you 




lyiay be far yoa I 

tg^ttyv your- roJ/w^ii^wl/w^^t^VC^^w*****^ 



• 



ERIC 



V 




Just 3 post card to say 
we itil&sed you in 



We'll expect you next 
week) 

Please eaii us at 



If we can Be cf any 
assist^hee- 



We missed you in 



We'll look for you in 
ela$$ next week. 

-4 

If we can be of ^y 
heipj caM us at 
632-aiOO. 





your 

class. We hope see 
you nextweek at night 
schooll 



Call 

if we can be of any 
assistance. 



AT 
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_ lot^S- Hope yout 
^ \ nave Obirs.. 

y \ we itiiss you. 
r in+heAii 
class I 



I 





We mlssedi 
you 
School' 
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DOOR HANG STRIPS 




WRITE and do 
WAT*! BETTER! 

Adult Basic Edueatipn 



FRONT 



^ BE mS3^ . • OALk TODAY! 

ADUbT EDUGAtldN COUNSELOR: . .^ 

267-3311 - Nwtti ' „ ^ gasKi O 




Brsvard CoiintY AdiittycbfniTi unity Ediicatloh 



727^3500 



SeOth 
Ex: 485 



BACK 



o 




— ' — ^ 

^ LIGHT UP YOUR LIFE. . . 




Join us in 






AmtikT EBtiGATIONi 



X 



R O N t 




Bi WISE... GALL TODAY! 

Learning Is lifelong. 



267 331 1 

63ii9il 
727. 3500 



N!<^ Brevara Pdunty Adult/Cismmunlty Education 



North ^ 
Central w 

South 
Ex: 485 



BACK 
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SORRY WE MISSED YOU 
We came to say HELLO! , 
and t30 invite you to join us in the 
ADULT/COMMUNITY 
EDUCATION 
PROGRAM 
Learning is LIFELONG! 
We offer prograire OTSIS^ED FOR 
EVERYONE! 
A counselor will come to ycair hare 

upon request, Stti^^ ~r 

at ■ 

t 

Door Hang 



fJ8 jnd olxter) 



making a living 
n ot so simple anyn ore 



i 
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ADULT BASIC SKILLS ♦ PRE-G.E.D. 

■ r 

MAY BE FOR YOU! / 



iMPROVE YOUR 
READING, WRITING & MATH SKILLS 



CONTACT THE ADULT CENTER NEAREST YOU: 



V 



TELEPHONE: 



OR 

CALL AeOUNSEtOR 
WHO WiLL COME TO YOUR H^WE 
AND PLAN^A PROGRAM WITH YOU 
632-1111. extsntlon 2369 



mmm 



OUTREACH CI 



MEAR TO YOUi 



AOULT/COilHilUNITY EDUCATI ON • BREVARD COMIWUNiTY COLLEGE 



ERIC 




LEARN to. . ' ftEAD- WRITE, and do MATH BETTER! 





GLASSES ME.ET IN COMMUNITY BUILDINGS 



9:09 -12:00 a.m. 




ERIC 




GALb for □ GOUNSBLOR to edme to your home. 
532-1111. ext. 2060or 2500 268-41|8' (North) 



ADULT BASIC EDUCATION 

J 

DAYTIME CLASSES 
9:00-12:00 a.m. 

LfARNTO... READ, WRITE, and 
d 9" MATH B£II£R! 

Learn about. . * 

JOB SKILLS! 
LEGAL RIGHTS! 

PARENTING & CHILD REARING! 
H E A LTH. 8 SAFETY! 
WHERE TO FIND HELP! , 
SAVING YOUR MONEY! ' 
HGW TO VOTE! 

and MUCH. MUCH MORE ! 

A ^mselor wiJl goie to yeur heme. 

■ ■ ■ 632-iiii. 

Ji5t rail ext. 206©or 230O 

Adult & Cbmihunity Education _ __ ^ 

BREVARD COMMUNITY COLLEGE 57 268-1188 (NOfth) 
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/Att terJ^ mm 



(Sample) 




R(GlS7RATlO(^ 



fE£S 



GENERAL INFORMATION 

i 

Auguit 29-Sipl I, 1083. TIrnc: 3:00^9:(jo 
S«pt.2,10e3-BOOim.-3'OOPni 
RtVitniion will b# »n itM Adminittrition 
Building ind ihi ClHtrOOffli during tti* tiril «vft|( 
of diii»_ Counii^Qfj will b# 60 duty it)i 
»tfk of Sfpumtef 6ifi from 5;30- 9;00.p,m. 
C(Hnrollfd itudinti /rtuif l^i C(Hnrp(lid formi 
com^W *lt^ pifwt'i, coy wjwj jnd 
p»incipiri_ iiflfvilufi ILt')?.^''!!! P*. W.f^l*^- 
A/o (ludirit will b# figiittrfd without tfiri form. 

S6 Oii p«r court* pigt coit of lixtbook or ht 

.Of. '(?dl*!A^l!_bf»11.:..co".t*^!_:^ ^ 
Wi{)liy, Dtan in tfi4 Admininntion Building. 

Rtgiitration nfunii nquntid by tnt ttudinj 
tw// '/ibf bt mid* if iff StPttmtitr l6iH in ciir 
oi.cinnilitib'^ of a diii, rigiitriiior fftt mW b« 
>relund«d! 



rf X rfl(?0/C5 Ounng thi lif« tvw wtikl of ciw, Itxtbookl, if 
requifid. may b« purchwd in th« Adminiitri- 
Iror Offin. Aftr that. llxlbooM will only b« 
ivwiabli at tht BCC Book Stort, — 

■flS^. MELI:%S;..lf week cld.ss£s_wiH nieet.for a 
;td1 of ; J nourb (6:30 ■ 10;X p.iru) wjlhif^_;ne \m 

ASSESSMENT All pfMPKtiyiVaduaS art mjuirad lodtmor 
TESmC Hfjii Tiutwy of Brayafd County flain Aimi 

mint Tilt Only, Tha Functiooil Litiracy Titt 
II liu riquirid. SptCial cliuts art provKM fOf 
itudtnti ^ ari hffringdtfficulttitpoii'^ttitti 
iitt ISm your counulor for ditailiJ 

COUSSELM -V'tfi prwKWi highjcha)! cridittJ|«ry_P«Pf» 
ari dour lo jj^lgh chod djpiomi ttMV 
r#ali«. CojMrtorf an on duty from 5 X- 
d OO pm Hch Monday through Thuriday. It 
II importirit that itudtfitt Mking a high tdKiQJ 
diploma conuit witn a countitor al itatt o')Cf 
bir tirm ordr to km ftcortii iccuratt and 
ojrrint 



Only hidh KM cridtt miv bi larnio .n rhi 
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THE COCOA AOULT/COMMONITY 
PROGRAM 



Mo,iUMT IClMMb^Slptlmblf 12, 18131 
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All.llwn Edu^lon IPNWilvwll 

•iM H(itOfY^IN^i<l 

GEU, Hi(^ Schodiliyliw ISoifKf • M■l^) 
hycha(ojy,Gtr,r»l 
Blld(Og 

RM)ini.Sgi«d - 

li; A»dlLTjin|4iP/MjiBl,J.LjiJ_FM 16 M) 
Shg« II, HofT»Fi*(fll|Mn|l ltj|*olllffvl 

_lLlbJii._i.OO) 

Shonr««llA8C itin(jicrlf>il f - 

Wort frflcwHH, 8n*fln(ftfl (Latv^H $4,001 

TUE80A.V.IClMi«b«lln 8«(«nb^^^^^ tWII 
Art I, ftKMOQdptty (i* ■ IM^OO) 

An 1^ Stalj^ilGJii.MFii; ILO^OpI 
CPS. (-AmirKinw(iv(;Cn(n(M«»(iil 

flHftkttmyrtmiHiqukidi 

Nl'L'^^I^^^^^Vu*** IFMW|lv«dl 

Litiritwri, Amtrkin 

Milh.Gmiillt > 

AlPNtlOAy IClMHbtvn SMNmbw 7, |f831 

ArM.CiiimicilLihFH ftixil 

miiih fiimadiiiion 

Rii*«S 

iU|iiiJi|,.Spi«l. 

SCMfKt. GHttfll 

AiiiLiuMi)e/-Mi<-r«t Itil^ht KOOl 
WOfldCultufti.ArcMoloiVl 
_ICijttfMllL'«l.«9!!yL'..30 •000'".) 
Wftrtd Culluw. ArcMologv +1 - 
IpMp |Mf(i M Uwim, 8:00 »,m. ■ 4:00 ».mj 

M(j|ic AppneiiMn 

TMURIOAV (CtaMMM^n Sipwnlxi 8. IM)I 

AI|Afdfttl._. 
AmiHcm Htf (iry 

■««l!^"Pf'^L?!**^ 

CM-' (AmifkafMmwLCoRvnunwnj 

En|Mh Aj A iKOnd imffuifi 

GEO, NifiieKooi.Bffkkto ICb«Ij«|i I Soclil StutKirll 
Mi(h,C«rT«uiirlllbPH 14001 
Miih«miMi,^iHf i II 
Typ^KrlHnq, Nrfonii 

_ 4Rifv«D COUNTY OlltNlCT 4 AND MCMTIOH DifARtlllENT 

MifjwiSlHwl.PhqM 836-7681 % 

■ dt thi Onm 4 R4CfNfion OMlci tor inUvi^m km) ro ^ ACf yOU^ NAMt ON CLASS MSTtM, 
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INDIVIDUALIZING INSTRUCTION 



FOR ADULT LEARNERS 



Most traditional classrooms are organized like ^his : 



This type of class arrahgement suggests a teacher- 
dqmLriated^ authoritajrian learning environment with' instruc- 
/^^red to mass Jaccuinulatlon of facts and regtirgtt*itton 
to th^satisfactidri/of the teacher and the rest of the ciassf 





''NOW, LET'S AiL COUNT 
TOGETHER. .1. . .2. . .3. 



FOOTNOTE #1: Did you know. ...that 3^587 high school students 
dropped but of school between 1974 and 1977 
in Brevard County? Do you ever wonder why? 
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Adults are intimidated by the ^traditional classroom 
setting. Let's f ace it . . . It ' s nbXfuri at all, and it biily 



works for a few who think they llk^ 
faces. ^ , 

Why not try an INDlVlDUALlZEb 

MiGHff teek se^THiNS like this: ; 

^ - 
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H r\ r\ r\ 



to be lost -Iti a sea of 



SROOM SETTING WHICH 
S- Social Area 

T.D.- Teacher/ 

Cbanseling ^ 
t- Tutoring 
G- Small Groups 
I.S.- Independent 

Study 
R- Research Area 
F- Adult Profiles 
S Learning Pac- 
kets 




± 



Can't find brie at your adult ciariter? Then , try this : 



^ y y u 




•A t^fci W 

-1 fc» 1- 



1$ 



F00TN0Tfi#2r 

You might; check and see if the library is open at hight,\ 
(It shbui4 be). Find a rbbm to work but bf and let adults 
cbme arid go to that robm but iritb the "wbtld" bf bbbks arid 
thirigs. The library usually is riot crowded at night or in 
the afternoofi, Nooks and cranx^ies can he found for tutor- 
ing and sma^l groups to work. You- can busily visit these 
groups, do counseling, give te^ts, etc. There's probably 
even a place tb store your adult educa tipn_ resource files.' 



WHO TEACHES HERE? If day scl\pb1 teachers tiefi * t want their 
classrooms "disturbed," tatfe^ With the Assistant Principal 
for Adult Education about asSighfrig you a classroom that is 
non-traditional. Find but who the day school 'teacher is. 
(Believe me, if this ifistrUctbr has a hdn-trad-itidnal c^ass 
room, he/she is a wanrii tolerant-^ cooperative person I ) So, 
make contact with this friendly teacher, expressing your 
appreciatibh for the use of the' room and that^ycsu want to 
leave itispick S span; and undisturbed for his/her day^^ 
school classes* Explain about your program for adults^^^^^ 
ask if hei^he has any ideas ajbgut indiyXdualizin 
tion, or dqes )3ev5she*mind if ';^ou use soS of the programs 
available-7carefijl\ly , of course. - Yotf mj^htj troac . 
subject a bf; a "teeny place" for you to store^'your adult 
edueatidrr materials fend files. 0'dh't forget to send a 
"thank: you" note and do keep irj touch with this teacher 
bri;'pther bccasidris- " : 

Y0UR INDIVIDUALIZED CLASSROOM ARRANGEMENT Should contain 
the fbllbwirig elements: 

1. Small group discussiorr areas which can be used for 
total group acj:ivities. 

2. . Relaxation - Interaction Area 

3. Research - Learn ihg Center Area 

4. Independent Work Area 

5. Tutor - Student Area 



6. Filing ^nd Resource Area 

7. Teacher , Counsel ing Area 



FOOTNOTE #3: 

Did you know that Florida's uhdereducated Sdul ts are pro- 
ducing undereducated children, at a spiralihg cost in 
foregone income, lost tax revenue and massive amounts of 
criminal justice and welfaw assistance dollars? 

%le are respohlible^s.,^^ 

reasons* to try every technique to keep young people in 
school and to challenge gut-of-school adults to come back 
and*get a high school diploma. 

Bette Singer 
1979 
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PROFESSI ONAL REgOU-RCES : 

i ■ 

I 

1. ADULT LITERACY. & BASIC EDUCATIO^^ ( Jo.uirnals) 
Adult Literacy s^^fiasic Education' ; ^ 

Editorial Off ic^,^ 203 Petric Hall 

^ ' Auburn^ AL 3683.0 * : 



ADULT BASIC EDUCATIONiA GUIDE FOR TEACHERS & TEACHER TRAINERS 
The National Association for Public School Aduit Education 
Department gf NEA^ 1201 Sixteenth St., N?W; ; 
Washington/ D.C. 20036 . 'Single Copy - $5;0d 



ADULT BASIC__EPUCATI0N HANDBOOK: A RESOURCE FOR ADMiNISTRATOR , 

TEACHERS &_ COUNSELORS J ,^ , : 

Northwest _Regi6nal Education Laboratpty -llS??) 
710 S.W. Second Ave Portland , .Oregdn _972d4 ' : 

Cost per copy - $19.00 ' '^^ ' ' 
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/aN_ ADULT EDUCATOR'S PRE-SERViCE, f^CRUiri^ENT , RETENTION ^ . 

/and PUE5LIC AWARE?^ESS MANUAL (309 Project, 1979 _ ^ ^ ' 

Northeast Florida Education Consortium/Teacher Educatidh 



Center^ Putmati County, Florida 

ADULT' EDUCATION" LEARNING CENTEi^ &^ p^ELOPMENTAL PROGR^Pl DESIGN 
(ABE, High School Cbmpletion , ' ESL , &^GED - Placeinenjl^fta Process 
Manual foi; Instruc;^ion) 1980^, Brevard Community Co^Jleqe^ Cocoa, 
Florida, 32926*- Attention::'^ Bette Singer : 

"Functional Literacy: Knowledge for Living" by Paula DiPerna 
Public.Af fairs' Pamphlet No^^ '607, 38 1 ^Park Ave South ^ New York, 
N.y. 10016, Cost per copy = $.50; 

, _ ^ ___ _ _ .. . _ 

ADULT BASIC EDUCATION READING, by AnaBel P. Newman (Hard Cover Book) 
Allyn and Bacon, Inc ; , Lo^igwood Division, 961lege_ S Prof essional 
Publications, 470 Atlantic Ave., Boston, MASS 02210 _ 

HOW ADULTS LEARN, by J.R. KIDD __ __ - 

Association Press, 291 Broadway, New York, N.Y. 10.007 . , ,^ j • 



9. Ygd CAN BE A SUCCESSFUL, TEACHER OF,, ADULTS' ' ' \ 

AAACE, 1201 sixteenth Street, N.W. 
Washington, D.C. 2'D036 [ ^ 

'lO. THET^ICDERN PRACTICE OF ADULT _ EDUCATION : ANDRAGOGY VS ; PEDAGOGY 
^ by Malcolm S. Knowies ($14.95) - ■ — 

FOLLETT Publishing Go x 

11. MANAGING ADULT & CONTINUING EDUCATION PROGRAMS & ^AFF 

by Langerman & ^mith __ ^ ^ ^ '..nno^- 

AAACE, 1201 S^^fenth Stireet, N.W. ^ Washington, D.C. 20036 

12. WORKING WITH Mo'UPS_CpMMITTEES St ^C Trecker 
'Association Press, FOLLETT Publishing Co; 
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13 .^RECRUITING AND TRAINING VOLUNTEERS 
/^by Ilslfey & Nierrii 

^ Adult E^ucatidri Associatfion Prof essional Development Series 
McGraw-Sill Book Company, 1221 Avepue of the Americas 
Now York, N.Y. 10020 ' . ' 



14. ADULT BASIC EDUCATION: Special Services f or Rurtal Adtilts 

iA Recrulter-Counseldr Project) 310 Special Dernonstration-1983 
Pehsacola Junior College - _ :J 

^ 1000 College Blvd . Pensacola , PL 32504— ATT: Dr. June Hall ^ 



15. ABE: PAST^ PRESENT, FUTURE 

ABE WpRKS.HgPS_ _ , ; 

ABE: WHA^,;SHpyLD THE CONTENT BE? ' ' . 

ABE CLIENlPg^E - 

' 310 Special Demonstration Project - 1982 

Dr. Barbara C. Palmer , Florida State University 
'Distributed by:. Adult Sr Community -Education Bureau 

Knott Building, Tallahassee,. FL 32304^ . 
^' * . ^ ' ' 

16. ADULTS TEACHING ADULTS, by Verduin; Miller, Greer 
Learning Concepts, Austin , Texas ^ : 

_ ' _ •• ' 'V _ . , 

17. PRODUCING WORKSHOPS, SEMINARS, SHORT COURSES: A Trainer-' s Handbook 
'* Associatioiv Press , FOLLETT Publishing Company 

_ : ^_ _ : ; 

t ^. 18. PUBLICIZING AND PROMOTING PROGRAMS^ -.by Fariow 

■ McGraw-Hill Series in the Management. and Adifiinistiation 

of Continuing .■Education . ' ^ ^ 

12 21 Avenue of the Americas 
New York, N.Y. 10020 



tl4 . IMPROVING ADULT PROGRAM DELIVERY^ School-Based Inservice Model 
310 Special D:emonstration ^Pr^ect, ^982 

Brevard Cdminunity College, Open Campus, Cocoa, Fh 32 9: 



20. TRAINING MENTORS AS EDUCATIONAL COUNSELORS OF ADULT. IkEARNERS 
(Products: ^rev^rd County Directory of Educational Options for 

Adults, "Quick & Handy Guide^ to Educationa^Mentoring" 
Mentor Trqiining Proces.^ Manual) " 
ilO Special Demonstration Project, 1983 

Brevard Community College , Open Campus, Cocoa, FL 32926' 

• _ _ ' . _ 

21. ^ PROJECT BEST-P^LjBasic Education Skills Through-Parenting Affective 

Learning) Recruitment Modei for ABE Outreach Program. . v 

Products: Parenting Education Modules incorporating baSic reading 
comprehension skills at Level 1 & Level 2, Volunteer ■ 
instructional Manual , Program Process Manual - Spring , 

1984 - _ 

Brevard Community • College , Open C^pus, Cocoa, FL 32926 

22. RfibuCING FUNCTIONAL ILLITERACY: NATIONAL GUIDE TO FACILITIES & 
SERVICES, Junei__198_3 

COISITACT LITERACY, CENTER, c/o Contact, Inc., P.O. Box 8.1826- 
Lincoln, NE 68501 ■ ' ' 
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\ ^ Bee^IN BRIEF 

BC€ is a t^'o^year, publicly supfK^rted. coed communky 
college serving the residents of Brevard County on 
Florida's Spacecpast. 

Location: _ * ^ 
DistHct Adrninrstratibri arid CocdajCanipus 
Cliarlakfe Road in Cocoa/w^t of US rand North of the 
520 Causeway , 

IHtusville Campus 

US 1 in Tltusville/just north of Parrish Memorial 
Hospital . 

and Pot^t K(>ac|s^_,^ ' . 

/^"^atnct^CeiSer ^ 

11140 School ^veriue, Building 998. Pa^trick Ai;r Force Base/on 
North of the Pineda Causeway, \ • 

Accreditation: ^ _ _ 

BCC is fully accredited by the Southern Association of Col- 
legea^hd Seconim^ SchM^ College is gbyemed by 



the^ District Bb^ of Tnistep un^ the coordination of 
the Cqmm Collegfe Division. Flprida State Board of 
Education. ^ 



The College awards the Associate in Arts, the Associate ifi' 
Science^ the Associate in Applied Science, the Certificate of 
Applied Science ind the 

rangb of academic, technical, vocational and occupational 
programs. A full program of cbhtiriuirig educatibri courses 

-is offered oh t^e campus^ arid throughout the cbunty.to 

^npet CQtiiriiUriity needs. ^ 

11^5p0_iull-tlriie students and a combined total of 34.500 
r^siHc^rrts annual!;;^: ^ 

Costs;- - - 

Florida Resident: $19 per credit hbtir; Nbri-Residents: per 
credit i^ur: arid $10 per vocational certificate credit hour. 
Lab. supply arid/br special fees are additional. 
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ADULT BASIC EbUCATION CLASSES 

are offered at Adult / Community Education Centers and 
at many OUTREACH CENTERS located in churches and 
community buildings. An dUTREACH TEACHER^ 
COUNSELOR can come toVour home to discuss an edu- 
cational program suite^j to your needs. Classes are inform- 
al with a friendly and confortable setting. 

CLASSES & iNSTRUCTlONAL AIDS ARE FREE! 

CALL TODAY: 632-i i H, Ext. 2300 
Aduit / Community Education 
Brevard Community Gollege 
eocoa. Fb 32922 ; 





BREVARD COMMUNiTY eOLLEGE 
Maxwell C. King, President 

BOARb OF f RUSTEES 
Roger W. Dot^on, Chairperson 
Mrs. Irene H. Burnett^ Vice Chairperson 
> , , Robert L. Nabbrs 

. \ / ?^»''P ^- ^ohrr 
V : V R?tph M. Wiljlams, Jr. 

BRE VARD COUNTY SCHOOL DISTO^^ 

tioyd A. Sooghers, Superintendent 

SCHOOL BOARD 

John WIMiarti Saker. Chairperson 
Mrs: tynn Demetriadesr Vice Chairperson 
Dr. Larry A._ Williami 
'Robert A. Anderson 
Ester Baker 

fBrevard Commun/tp^3^fege Is an equal 
opportuhity/e^ua^ Thstftutton. 



67 



BBSs CtEARiNQHOUSE FOR 
jbNibR edLLEGCS 

University of eAUFORNiA 
JUN22 1S84 I 

8118 Math-Sciences Building 
1^ AnseldS. California 90024 



